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RECORDS RETENTION AND DISPOSAL SCHEDULE 

A G E N C Y Dept. of Public Works DIVISION Traffic Maint. 

Item No . Oascriooon 1 Retention 

1. 

2. 

3 . 

Traffic Service Maintenance Order 

FiJes include original records of call-in requests from 
citizens for sign repair/replacement and the work is 
done by crew. 

Safety 

Files include safety committee meeting minutes, safety 
correspondence and other related safety information. 

Recovery of Cost 

Includes files for various County departments plus B&A 
Trail, Fire Lanes, Handicapped Parking Businesses and 
Private, and Community Crime Watch. 

Clothing Contract Invoices (CINTAS) 

Files include weekly invoice copies of employee work 
clothing charges. 

Signal Report 

Files include information on daily signal work by crew. 

Signal Intersection Files 

Files include information on signal intersection 
as-builts and cabinet prints and correspondence. 

Retain 5 years, then 
destroy. 

Retain current and 
previous calendar year, 
then destroy. 

Purge annually and 
retain for five years, 
then destroy. 

Retain current and 
previous calendar year, 
then destroy. 

Retained daily in 
computer. Retain five 
years, then destroy. 

Retain as long as we , 
maintain intersection ' 
plus 5 years J.onger, 
then destroy.-

Schecuie Aoorcvea by 
Recores Management Officer 

Schecuie Aoproved by 
Chief Administrative Officer 

Scneouie Aoproved by 
State Arcnvist 

Sicnatura 
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Item No . Oescription Retention 

7. Overtime Reports 

Retain active current 
calendar year, then 
destroy. 

7. 

Files include list of individual department employee 
overtime hours worked. 

Retain active current 
calendar year, then 
destroy. 



1. DEPARTMENT/AGENCY 

Anne Arundel County 

1 DIVISION 

DeDt. of Public Works 

1 UNIT 

Hiahwavs/Traff ic Mai nt-. Shnn 
0EFWITION - Records S K I M • A grouo or rtlitid rtcardt normul* ftltd ind U I M it I unit for riftrinci it wail it retanden ind diiootitiea ouroottt. | 

A. RECORD SERIES TITLE 

Traffic Service Maintenance Order 

S. EARLIEST TEAR / LATETEST YEAR 

1989 TO 1994 

i 

S. REC2RD SERIES DESCRIPTION ( Briefly aesose me types of irfermatmaocumemsrtorms rouna in me Senes. Inouae me ouroese or funaon or :ne 5enesi 

Files include original records of call-in requests from citizens for sign repair/-

replacement and the work isdone by the crew. 

i 

7. RECORD SERIES FORMATS) 

a Leaer Sze a Ucrofiim 

a Legal Sire • Comouter Face 

• Sound SOCK • PVxcy Oak 

a Auao Taoe a Video 'ape 

a (H iw iStxatvi 

L RECORD SERIES SEQUENCE 

$ Abftaoeuoi 

0 Numeneat 

a Geosnsroeal 

a Otirr tSerani 

9. VOLUME 
St File Qrawensl 
Q Miacrtra flee (s) 
• Comouer Iffle is) 
a Otter iSoeonrt 

6 
Numoer 

10. ANNUAL ACCUMULATION 
a Re Orawer <s) 
a Micronta fleet (s) 
0 Comouer Taoos) 
Q Otter iSoeerfvl 

— 
Numoer 

i 

11. FILE IS USED 

a Damr . a Weedy • Moranly 

12. FILE 3ECCUES INACTTVE AFTER 

5 a Momms) ->C Yeans) 
NVDDGT i 

1X CURRENT LCCATION(S) (BlOa.. rxw. Room) 

409 Broadneck Road 

14, IS RECORD SERIES OUPUCATED ELSEWHERE? (II yes. soeary agency of crfce) 

ac Yes Triffir Fnginaaring ° N o -

i 
i 

15. ACCESS RESTRICTIONS (It yes. cte laws) & reguauonts) 

a Y B X No 

11 AUDIT REQUIREMENTS 

B None a State a Feoerai a Inoepeneem 

i 
i 

i 
i 

17. IS AM INDEX SYSTEM USED? (If yes. eoan onary ana 
anr raroware/sortwarei 

a Yes a No 

18. RECCMMENOED RETENTION 

5 years 
i 
i 
i 
i 

| 19. NAME AXO TITLE OF PREPARER 

Emily Thomas 
3 . TELEPHONE NUMBER 

222-1940 
Ti. DATE J 

5/23/94 



i w m r c n a w - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 

REVISED RECORD SERIES. FORWARD WITH RECCROS RETENTION 

SGfCSU£ (DCS 230-1) 

DEPARTMENT O F G E N E R A L SERVICES 
RECORDS MANAGEMENT OIVISICN 

727J WATERLOO ROAO 
P.O. SQZ 273 • «£SSUP. MAflYlANO 3794 

AGENCY RECCSOS INVENTORY i w m r c n a w - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 

REVISED RECORD SERIES. FORWARD WITH RECCROS RETENTION 

SGfCSU£ (DCS 230-1) 

DEPARTMENT O F G E N E R A L SERVICES 
RECORDS MANAGEMENT OIVISICN 

727J WATERLOO ROAO 
P.O. SQZ 273 • «£SSUP. MAflYlANO 3794 Pam 2 Of " i -

1. DEPARTHENT7ACENCT 

Anne Arundel County 

2. DIVISION 

Dept. of Public Works 

3. UNIT 

Highways/Traffic Maint.ShOD 
OEFTNmON - Records Ssflaa - A grass of r«atM racsrai normally DM ud u tM as t unit for refsrsncs is wad as utsndon ind dJieoodoa onrsosss. 

A, REC3R0 SERIES TITLE 

Safety 

5. EARLIEST YEAR / LATETEST TEAR 

] O O I TO 1 Q O / | 

4. REC3R0 SERIES DESCRIPTION (analy eescrse ma types of urormaimcoaimenBrteniB louna in tne Series. Incuae me curccse or funaan of :fte Senesi 

Files include safety committee meeting minutes, safety correspondence and other related 
safety information. 

7. RECORD SERIES F0RMAT(5) 

Leaer San a Uciiiilm 

a Legal Size a Camoutar Taoe 

a Bound BOCK a RoooyOis*; 

a Audo Taoe Q Video Taos 

a Cther ISoearY) 

L RECORD SERIES SEQUENCE 

• Nunencat 

Q Ciranaogcat 

Q Geuuijuucai 

a. VOLUME 
o> F3s Oiwens) 
a Mioisaa Rea (s) 
0 Coocuer Taoe (S) 
a OBltrlSOKa*! 

1 

7. RECORD SERIES F0RMAT(5) 

Leaer San a Uciiiilm 

a Legal Size a Camoutar Taoe 

a Bound BOCK a RoooyOis*; 

a Audo Taoe Q Video Taos 

a Cther ISoearY) 

L RECORD SERIES SEQUENCE 

• Nunencat 

Q Ciranaogcat 

Q Geuuijuucai 

Numoer 

7. RECORD SERIES F0RMAT(5) 

Leaer San a Uciiiilm 

a Legal Size a Camoutar Taoe 

a Bound BOCK a RoooyOis*; 

a Audo Taoe Q Video Taos 

a Cther ISoearY) 

L RECORD SERIES SEQUENCE 

• Nunencat 

Q Ciranaogcat 

Q Geuuijuucai 10. ANNUAL ACCUMULATION 
a F3e0i3wer(s) 
a Miaeraa Reel (s) 
a Comouer faces) 
a O B W isonchf) 

NA 

10. ANNUAL ACCUMULATION 
a F3e0i3wer(s) 
a Miaeraa Reel (s) 
a Comouer faces) 
a O B W isonchf) 

NA 
Numoer 

11. FILE IS USED 

a Qaay a Weauy Oc Mcnairy 

12. FILE BECOMES INACTIVE AFTER 

-> a Morantst -fl Yeans) 

13. CURREHT LOCATION(S) (814. Boor. Room) 

409 Broadn-eck Road 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soeary agency or a t e ) 

a, Y e s Safety Office a No 

IS. ACCESS RESTRICTIONS (If yes. aa tarns) & reguanams) 

a Yea -H No 

18. AUDIT REQUIREMENTS 

•x Now a State a Federal a Irueoenoem 

17. IS AN INOEX SY5TEH USED7 (If yes. eaotn oneny and 
oescrse any naiuwdieisurhvjiei 

a Yes a No 

I t RECCMMENOED RETENTION 

2 years 

1 3 . NAME A N D TITLE OF PREPARER 

Emily Thomas 
3 . TELEPHONE NUMBER 

222-1940 
r. 3ATE 

5/23/94 



1. DEPARTHEHT7AGEHCT 

Anne Arundel County 
2. DIVISION 

Dept. of Public Works 
1 UMT • 

Highways/Traffic Maint.Shop 

DEFINITION • Records S*nm - A grans of riJatM recant normuir (Utd ind U I M U < unit far rirtroiu u vrai at rttanooa *aa dJtootrfon pureosra. 

4. RECORD SERIES TITLE 

Recovery o f Cost 
5. EARLIEST TEAR / LATETEST TEAR 

- TO 1994 

S. RECORD SERIES DESCRIPTION (Brwtr aesass itte types at u_iii_jiuox_enBrion—, (ana m ins ienes. Ineuae me cuoass or ft—on of the Series) 

Includes files for various County departments plus B&A Trail, Fire Lanes, Handicapped 
Parking businesses and private, and Community Crime Watch. 

7. RECORD SERIES FORMAT-> 

Qt Lour Size Q Uooribn 

a Least Size 0 Co—uter face 

a Scud Boat 0 FIccpyO— 

• Auae Tax 0 Video Tape 

a Otter (Specrr) -

L RECORD SERIES SEQUENCE 

# Aferaoe— 

a Nunenal 

a Cirananpcs 

a Geograorac— 

O Otter iScemn 

1 VOLUME 
S F3e0rawensJ 
• MiaaSn rieel (s| 
a Comae Tax (s) 
a Cmer (Spear) _ 

10. ANNUAL ACCUMULATION 
a Re Oizwer <s) 
O MiosAn Res (s| 
a CsasMer faceis) 
Q Other (Spearr) NA 

Numoer 

11. FILE IS USED 

a Oaay St Weetfr a Uomnlr 

12. FILE 3ECCHES INACTIVE AFTER 

5 
Mmocr 

a Moraras) oc Teansl 

13. CURRENT LQCATIONIS) (Bid), root. Room} 

409 Broadneck Road 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (S yes. s e a r eaenqr cr atfieei 

af Yes Traffic Engineering o No 

15. ACCESS RESTRICTIONS (If yes. a s Snrts) & rensauoms) 

a Yes _ _ _ _ _ _ _ _ _ _ _ No 

I t AUDIT REQUIREMENTS 

0; None a State a Peoeral a InoeoaMefl 

17. IS AN INDEX SYSTEM USED7 (If — -
• any nafowaiesufti J R ) 

cnefly ana 

a Ye ax no 

11. RECOMMENDED RETENTION 

5 years 

19. NAME AHO TITLE OF PREPARER 

Emilv Thomas 

3 . TELEPHONE .MUM8ER 

222-1940 
n. DATE 

5/23/94 



1. OEPARTHEHTIAGENCT 

Anne Arundel County |l 

2. DIVISION 

Dept. of Public Works 

1 UNIT I 

I 
Hiahwavs/Traffic Maint.ShoD : 

DEFINITION - K i e tn i Stna • A grauo of witM rteorot norrnaiiv ffltd tad U I M I I a uait far riferanea *a w«l tt ratanflan and diioetidea ouroot**. j ! 

4. RECORD SERIES TITLE 

Clothing Contract Invoices (CINTAS) 

S. EARLIEST YEAR / LATETEST YEAR j{ 

1 Q Q 1 TO 1994 |' 

S. RECORD SERIES DESCRIPTION ( Sneftv oescrse me types of lrfc-aucwcoaments.'t—ns touna in me Senes. Ineuoe me ourocse or funcscn at the senesi 
i 

Files include weekly invoice copies of employee work clothing charges. \ 
\ ! 

i 

i 
i. 

J 
I 

j 
7. RECORD SERIES FORMAT -

8c Letter Stze 0 Microfilm 

~ Legal Sze 0 Comouer Taoe 

a Scuta SOCK a fleecy Oisk 

a Auao Taoe Q Video Taoe 

a rtftw iSoeervl • 

L RECORD SERIES SEQUENCE 

_l Abftaceueat 

a Numena 

8 Qjonuuqim 

a Ofter (Soeemtl 

9. VOLUME 
ft raeOrawou) 
0 Micronim Reel (s) 
a Comouer Taoe is) 
a OUier iSeearyl 

part of 1 
Numoer 

10. ANNUAL ACCUMULATION 
a FUe Orawer (s| 
a Microfilm Reel is) 
a Comouer Taoeisl 
0 OIner tScecfv) 

NA 
Numoer 

11. FILE IS USED 

a Oadr 8 Weouy :\ Moranly 

12. FILE 3ECCMES INACTIVE AFTER 

2 • Monmisl at Yeans) 
Numoer 

1X CURRENT LQCATIONIS) (Bog, Foot Roomi 

409 Broadneck Road 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. seary agency cr cficel 

» y - Finance a N o 

15. ACCESS RESTRICTIONS (If yes. ate lawis) & reguauonist 

C3 Y— tt No 

15. AUDIT REQUIREMENTS 

a. None a State a Peaerat a Ireeoenoem 

17. IS AN INDEX SYSTEM USED? (If yes. exDEun onerty ana 
1 ip tl 1 1 ** arty narcware/scrlwaret 

a Yes df No 

1S. RECOMMEHOED RETENTION 

2 years. 

19. NAME XHO TITLE OF PREPARER 

Emily Thomas 
3 . TELEPHONE NUMBER 

222-1940 
n . DATE 

5/23/94 



1. 0EPARTHENT7AGEHCT 

Anne Arundel County 
z. orvisoN 

Dept. of Public Works 
1 UNIT 

Highways/Traffic Maint.Shop 

OERHmON - Rtcartt S«t*a . A grouo o< rtiatid rtcorat normally M M ind U I M at < unit for rtftrtnct i t w«l i t rttinden ind dliDdiidaa ournoitt. 

4. RECORD SERIES TITLE 

Signal Report 
S. EARLIEST TEAR / LATETEST YEAR j 

1992 r 0 1994 j 

5. RECORD SERIES DESCRIPTION ( Briefly aeserae me types of irtarnatiorvcccCTeriisrterns :auna in me Series. Incuae me ouroase or function at the Senesi 

Files include information on daily signal work by crew. 

7. RECORD SERIES FORM AT ( 5 ) 

a Letter See • Umiilm 

a Lesai Size a Camauter Taoe 

• Sound BOCK C Fleecy Qist 

a Audo "ace a Video Taoe 

c» ctrw iSeetavi '• Meaa/disc S D a c e 

J. RECORD SERIES SEQUENCE 

a Abttaoeucai 

a Nuneneat 

Q Qironocscat 

2 Gdogracncai 

a Otter iSoeenrl 

I VOLUME 
0 FteOrawens) 
0 Micrsriini Reel (s) 
Ct Canouter Taoe (s) disc 
0 OUier iSoenryl 

Numoer 

10. ANNUAL ACCUMULATION 
a File (Drawer (s| 
a Micnsilm Reel (s) 
a Comouer facets) 
a Other iSoeesvl 

NA 
Numoer 

11. FILE IS USED 

Q Oajnr . • Weedy a Montnly 

12. FILE 3ECSMES INACTIVE AFTER 

5 a Momrusl %a Yeans) 
Numoer 

1X CURRENT LOCATION(S) (Bids, "nor. Room) 

409 Broadneck Road 

14. IS RECORD SERIES QUPUCATEQ ELSEWHERE7 (1( yes. aeory agency er cmce) 

• X Yes T ' a f f i r ^ng-i n n o y - i n r j • No 

15. ACCESS RESTRICTIONS (II yes. a e lawis) & reguationis) 

O Yes T N o 

11 AUDIT REQUIREMENTS 

p> None • Stale • Feoerat • Inoeoenoent 

17. IS AN INOEX SYSTEM USED? (II yes. encun cnefty ana 
(jr^uije any rsrowarersortwarei 

6* Yes O o h a c o 1 Ha 

18. RECOMHENOED RETENTION 

5 years 

19. N A M E AKO TITLE OF PREPARER 

Emily Thomas 

3 . TELEPHONE NUMBER 

222-1940 

n . DATE 



1. DEPARTHEHT/AGHNCT 

Anne Arundel Countv 

1 DIVISION 

DeDt. of Public Works 

J. UNIT 

Highways/Traffic Maint.Shop 
OEFINTTTON • Racordt S U M - A grouo of rmtM rtcerrie normally Mad tad uteo i t t unit far reference aa wail i t retention and dlieeudea onroein. 

4. RECORD SERIES TITLE 

Signal Intersection Files 

5. EARLIEST YEAR / LATETEST YEAR 

1 9 8 9 TQ 1 9 9 4 

S. RECORD SERIES DESCRIPTION ( Briefly cesose me types of irtorratmcecumenrs/tcrms fauna in me Series. Inauce me ourcase or funeson of the Senesi 

Files include information on signal intersection as-builts and cabinet prints and • 
correspondence. 

7. RECORD SERIES FORMATS! 

a Lener Size 0 Micraritra 

QcLesalSze a Comouer Taoe 

• SOUTH SOCK • Fleecy Oisk 

a Aucio Taoe a Video Taoe 

a O t t e r i S a e c a v l 

L RECORD SERIES SEQUENCE 

a Atanaceaa 

a Nuaenca 

H Other fSneer** 

9. VOLUME 
OC Fna Oiawens) 
a Mierama Reel ( s ) 
a Camouer Taoe is) 
0 Olner iSoenrr l 

Numoer 

10. ANNUAL ACCUMULATION 
K File drawer (j) 
a Miaaisii Red ( s ) 
a Camouer facets) 
0 Other iSoecrf»l 

p a r - h n f \ 
Numoer 

11. FILE IS USED 

a Oaay . Q Weedy Oc Uorartfy 

1Z FILE 3ECCMES INACTTVE AFTER 

c, a Morantsl -a Yeansl 

1X CURRENT LOCATION(S) (Bldo,. Floor. Room) 
/ 

4 0 9 Broadneck Road 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soecry agency or office) ! 

Or Yes T r a f f i c E n g i n P P r i n g a No 

15. ACCESS RESTRICTIONS (If yes. cte lawis) & regutauonis) 

Q Yea CK No 

11 AUOIT REQUIREMENTS J 

ac None a Staie a Federal a Inocuenoem | 
i 

17. IS AN INOEX SYSTEM USED7 (If yes. aoam oneity ana 
I JPV : I » * any rarcwaenutwaiet 

a Y e s -B Ha 

18. RECCMHENOED RETENTION 

I 
5 years i 

i 
• 19. NAME AND TITLE OF PREPARER 
i 

Emily Thomas 

3 . TELEPHONE NUMBER 

2 2 2 - 7 3 3 1 

n. DATE 

5/23/94 



1. OEPARTHENT/ACENCT 

Anne Arundel County 

1 DIVISION 

Dept. of Public Works 

1 UNIT 

Hiqhwavs/Traffic M a i n t . S h O D 

DEFINITION - Recent Sanaa - A group of reiatie) rtearrit normtily fllad tad utad 1 1 a unit far rtferanca i t w«( i t rranden and dltooarton ouroatat. 

4. RECORD SERIES TITLE 

Overtime Reports 

S. EARLIEST YEAR / LATETEST YEAR 

1 9 9 3 TO 1994 

S. RECORD SERIES DESCRIPTION ( Briefly oescrse me types of informaicrvao—erasrtcrms fauna in me Series. Ineuae me ourocse or furoon of tMe Senesi 

Files include list of individual departmental employee overtime hours worked. 

7. RECORD SERIES FORMATS) 

SS Letter Sae a Microfilm 

a Legal Size a Comouer Taoe 

a Bound SOCK a Flacoy Oisk 

a Aucio Tace a Video Tape 

a O t h e r iSoearvl 

L RECORD SERIES SEQUENCE 

gc Ataftaoeucal 

0 Numenca 

0 Osonacqcal 

a Geugi—XJI 

n ftlfcw iSn—jrvt 

9. VOLUME 
& File Qrawens) 
• Micronlm Red (s) 
O Comouer raoe is) 
• Other (Soeesvl 

pa r t nf 1 
Numoer 

10. ANNUAL ACCUMULATION 
a File Orawer (s) 
a Microfilm Reel (s) 
a Comouer Taoeis) 

NA ° C U l a , , S o e a f v l 

Numoer 

11. FILE IS USED 

a Oarfy . S WeeWy 0 Momnfy 

12. FILE BECOMES INACTIVE AFTER 

i a Mcnuusl a Yeansl 
Numoer 

12. CURRENT ICCATIOHIS) (Blccj.. root. Roomi 

4 0 9 Broadneck Road 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soecry agency or office) 

fl Y e s P a y r o l l a No 

19. ACCESS RESTRICTIONS (I' yes. a e tarns) & reguationisl 

Q Y e s B No 

18. AUDIT REQUIREMENTS j 

S Nona a State a Feaerai • Inoeoenaent j 

17. IS AN INDEX SYSTEM USED7 (If yes. email cnerty ana 
t r u 110s any naroware/sutwai et 

a Yes 0 No 

18. RECCMHENOED RETENTION 

1 year 

| 19. NAME AMO TITLE OF PREPARER 

i Emily Thomas 
23. TELEPHONE NUMBER 

222-1940 
n. DATE 

5/23/94 


